Selling a Membership in AMS

1. Log in to Agile Ticketing Solutions with your username and password. If you
haven’t received your user credentials, please contact your system administrator
to set up your username and password.

. Make sure that you are cashed in before starting sales for the day.

Click on the “Customer” icon to search for a customer account.
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. Search to see if they already have a customer record. You can search by

Last Name, Email address, or Customer Number to see if their customer record is
already on file. A list of customer records will appear if they are already in the
system. Double click on their customer record if their name appears in the list.
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5. If the customer is new, you will need to create a new customer account by clicking

on “Add New".
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. Once you click "Add New" the Quick Add Customer box will show up where you
will fill in the customer's information. Once you have captured all of the
customer's information, click on "OK"

A Quick Add Customer
General | Question/Answer

[(] Business
Prefix First® |John Middle L Last® | Smth Suffix

Email

[ Tax Exempt  Federal Tax ID State Tax ID

Biling Address
Country” Unted States Y

Address 1° 1313 Mockingbird Lane

Address 2

City"

State / Province *

Zip®
Phone Number Primary v

( ) B ext.

Add Wih incomplete information OK Cancel
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Note: Everyone is a customer but not all customers are members.



7. Once you have selected a customer’s account, select the "“Membership” tab on
the left side of the screen. Then you will need to select the membership program
from the list underneath. This will allow you to see all the membership programs
to choose from.
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8. Choose the membership program on the right. When selling a membership, make
sure your restricted prices is checked in order to see all pricing options.
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9. Select the membership price you want to sell to the customer. Then add the
quantity of memberships the customer wants to purchase.
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Note: If you are adding a membership for the first time, make sure not to select a
membership category with renewal in the price name.(See instructions on "How
To Renew A Membership")

10. After selecting the membership type and quantity, click “Proceed” in the lower
right corner.
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11. A window will pop up asking you to assign the membership to the member’s
name. Click on the name for the account you are working on and then click "OK".
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Note: Some memberships allow more than one person to be assigned to it. Make
sure to click the plus sign to add a second customer to those memberships that
allow multiple members.




12. The next screen is an Item Summary screen where you can review your order
before processing a payment and finalizing an order.
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T fA» R a, Customer & 23541
it e 4 Bling Address Shipping Address
~Optional Customer Classfication- v Joe Agile Joe Agile
4124 Certral Pike 4124 Central Pike
| Catalog | Donation | Evert | G#t Card
Membensho | Saason Heemitage, TN 37076 Heemitage. TN 37076
@B Rem Summary
';m ATH) SaleslineType  Membership Member§ Price SeeviceFee Delivery Expires  Transacticn Fullied
= M 5Festival Pass  Special Access Pass
[ Industry Joe Agile 558 $0.00 s0.00 12 Morths 37893
) industry Joe Agile 559 $000 $0.00 12 Months 37899
() industry Joe Agile 556 $000 $0.00 12 Months 37899
[ industry Joe Agile 557 $000 $000 12 Months 37839
{_ISponsor Joe Agile 560 $000 s0.00 12Months 37893
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13. Once you confirmed everything on the Item Summary screen is correct,
click “Proceed” in the lower right hand corner.
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14. The Change Delivery Methods window will pop up. Select the delivery method
desired and then click "OK" .

A Change Delivery Methods
Desired Method 7 7
Select For All: Will Call - No Charge - $0.00 _ Show Al
&
Deliverable tems
Special Access Pass | Will Call - No Charge - $0.00 v
OK  Cancel

{Image 10)



15. On the payment screen select the payment method. (Example: Cash, MasterCard,
Visa, Gift Card, etc.)
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Sales | Maintenance | Point Of Sale | Clear Order Override  Customer Member Remove Contact  Item List Payment Refund
Agle Theatre & Phone: E-mail Zip:
AMS - BoxOffice
Payment Infommation Summary Info
~Optional Customer Cassfication—- v
e
Catalog | Donation | Event | G& Card {Cash B 0,00
Membership | Season | Scratch Pad | Order |Chocse Method)
- 36168 - 1/14/156:01 PM ‘ Discover $0.00
37786 - 1/14/15 6:01 PM e — e
%mm e $0.00
Mo} (Your) Donaticns: $0.00
) Tax $0.00
iy.Cods Total: $0.00
Minimum Due: $0.00
Order & 38168 @
lem Count: 4 Bem(s)
Sublotal: $40.00
Ticket Fees: $0.00
Service Fees $0.00
Order Fees: $0.00
Delivery Fees $0.00
Donaticns: $100.00 Payment Total
Tax $0.00 Current Balance Due
Order Total $140,00
Balance Due: $0.00 Aoply Payment $1 $5 | $10  S20 S50 | $100 | Edact Change
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Note: If you are using a POS station or have a USB Credit Card swipe attached to
your terminal, you can swipe the credit card and all the credit card information will
populate and automatically finalize the order.



16. Click “"Apply Payment” to complete the order.

-Paymem Information Summary Info
Amount |0.00
b?u . Y1 sublotal: $0.00
el Heunies Ticket Fees: $0.00
Card Holder Name Service Fees: $0.00
Order Fees: $0.00
Expiration Date Delivery Fees: $0.00
(Mo ) {Year) Donations: $0.00
) Tax: $0.00
Security Code Total: $0.00
Minimum Due: $0.00
Payment Total:
Current Balance Due:
opsy Payment || Fnakze || | s1 | [ s5 | [s10 | [520 | 550 | [$100] |Exact Change
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Note: If there is no balance due on the order or you are processing a comp
membership type, then you will only need to click "Finalize" to complete the
transaction.



17. Once the order has finalized, the Order Confirmation page will pop up.

A Agile Ticketing - o IES
The order finalized correctly
Of'dfﬁ% tems | Payments | Additional Info

Customer &. 23705

Biling Address Shipping Address Credt info
Jerry Smith Jerry Smith Credit Limit $0.00
** No Info = * No Info = Available Credit $0.00
Account Balance: $0.00

= No City =, - 99999 = No City =", -- 99999 Deferred Balance: $0.00

Order Totals

Order 2: 36283 i

tem Count: 1 item(s)

Subtotal: $45.00

Ticket Fees: $0.00

Service Fees: $0.00

Order Fees: $0.00

Delivery Fees: $0.00

Donations: $0.00

Tax: $0.00

Order Total: $45.00

[] Hide this window View Again Print Receipts Print 2t Home Order Confimation OK
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18. Click "Order Confirmation" to start the confirmation process.
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19. Once you click Order Confirmation the Order Confirmation Options box will
pop up. Make sure the email address is correct, add any message you want to
appear on the confirmation email and click "Send Confirmation" to email them
their confirmation receipt.

A Order Confirmation Options

Please choose what you want to do with this order confirmation.

Send To: | noreply@agiletix.com v

Message: ‘Thank you for your membership order.

Open PDF Open Web Send Corfirmation Close
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